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2 Administrative Appointments 

2.1 General 
 

2.1.1 This ROP documents the delegation of administrative responsibilities as required by the Division Quality 
Manual or other Division policies. 

 
2.2 Case Records 

 
2.2.1 Procedures for certification of records are addressed in the QM section 12.7.  Designation of the Custodian of 

Records is required.   
 

2.2.2 Forensic Office Manager, CF135, is appointed Custodian of Records for the Western Laboratory, Division of 
Forensic Science. 

 
2.2.3 Forensic Administrative Specialist III, CF428, is appointed Alternate Custodian of Records to act in the absence 

of the Custodian. 
 

2.3 Petty Cash 
 

2.3.1 Office of the Comptroller policy on Petty Cash (20330) establishes policies and procedures for administration of 
petty cash funds.  All designated personnel shall be responsible for knowledge of their responsibilities under the 
policy and DFS AOP 8.2.1.8.1. 

 
2.3.2 Forensic Administrative Specialist III, CF428, is appointed petty cash Custodian for the Western Laboratory. 

 
2.3.3 Forensic Office Manager, CF135, is appointed Alternate Custodian to act in the absence of the Custodian. 

 
2.3.4 Forensic Administrative Specialist III, CF349, is appointed petty cash Auditor responsible for receipt and 

reconciliation of the monthly bank statement. 
 

2.4 Receiving Documents 
 

2.4.1 AOP 8, section 8.2.1.5 defines signature authorizations for receiving documents for and the handling of 
receiving documents. 

 
2.4.2 Forensic Administrative Specialist III, CF349, is designated Purchasing Specialist for the Western Laboratory 

with the following responsibilities: 
 
2.4.3 Maintain copies by vendor of all purchase orders, receiving documents and related records, 
 
2.4.4 Forward all signed receiving documents to the DCJS Finance Center on the same day of receipt, and 
 
2.4.5 Research and respond to DCJS Finance Center Requests for Approval/Information within 3 business days. 

 
2.5 Safety Personnel 
 

2.5.1 Personnel designations in the Safety Manual provided for the implementation of the Division safety program. 
 
2.5.2 Diane Catley, Forensic Scientist III, is designated as Western Laboratory Safety Officer as specified in the 

Safety Manual, 2.1.2. 
 
2.5.3 Personnel trained in First Aid and CPR are Diane Catley, Michelle Palmer and Chris McVey.  Lyle Shaver is 

trained in CPR. 
 ◆ End 


